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a. The Lrency recognizes s c‘blﬂmtit 8 Lo lte ewglioyees and, in

|

ratrn, ex'ec“s _"a;e‘ncy cmplc 'eesi to dlccherie thelr asnigmi
duties conselen dim‘! 1;; t:n'wspe‘""‘ *he wiminietrotive auﬁ.r.writv |
of ‘bu.:rs directing “':hmx wlm t cunduet themselves of all timea IJ
in @ manner wi ich sT‘]_E ref‘Lu,’c f're-riit 1 “he Agency; and to obser;e |
1o epirit es well zaﬂ hy e%,‘&r | -~ the iev governins thelr cox.dm‘c E
b . Ageacy o-mp}c:jz\es »41.1 he k}a "u..lv lalormed of tin cond:itions of E
the L employment imlu*"iw F‘n r ridgotions, dubfas, end rﬁrm}ne;a : H
pilities ag well w‘% t’hc.ir i*@t.; and vrislleret, ‘ E
Ce ey n@slc will be pLxﬁuL on the prew*nb on of situstiona necossi- ! i
tet: ng ¢ ismplinmg w*ion’. Ho 1.’8115“ wher the need for mction i

L ‘“ | Lo |

arises, it will be plfmik?t » 1mpe.xtial, end ¢ nstructlve,
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d} Demotion in grade cor M be ol fc-;.;mrx:na.:.z.tic:yn will noi be used 83 B Q
dis~i, Unepry messgure RETRE ;:i"),\..i o, dees poh provihooe demotions '
for ~easons of 3neffi,;r'1enc ?Lna’ui ity o wereform the duties of w )’

poi btlon. reevalu&tieﬁ of ymgifion, ar aecessary reassignoent,
2. RESP WNSTALLITIES :
!
a. Svpervisors st P11 Jeveir - mm' voimary resp« wibility for deters

Hrlag the adeguacy é‘ the herfom,am*e g ronduct

of pe:ionnel under ‘f,.'-":_t'::: "uimif'ti an oar” £ In tlating corrective ,
i

a. " ton when deemal rir><nssm;. Winile srthority for tsking discip-

Uirayy persornel acticas tft“ geverallr with the Director of

]
: : i
Pers. mel, *his does poi: roliave supervigay offlecleis of their '

responsibllity for digcirlire awd preper mevagement of personnel,
or for alerting the irector of Perscnnel in ony case when discip- :

Livery action, exeepl orel adincrm.ﬂhment, is velnyg congidered,
b. Phe Divector of Fursoonel {8 ;respc.xmti‘nle for glving advice and
; :

sseintance in disecipiloary probtlems ot &1l supervisory levels and
i i -

. for reviewing reconuended ectiont to ensue Lhet they conform to

! . T -
X story eod procelurnl requirvements and gre ot unreasonahle

; | :
or s bitrary, Wien he is slertcd to iperding acticn, ss indi-

ecatec in peyagraph %, ashove, 'he w111 advisgc the supervisor con-

cernc? of the &ppmprilate dep;i-e? of dise  dinary action, if any,

r"r-

whic' should be epplied. F?ﬂept as sper ically Provideﬂ in
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roragrazh 3¢(3), below, the Diverto= of Pargonnal will take or

rec mmerd Tinal action in diecipglioon, ~esn3,
3. DISUIPLINAKY ACTION: TUTHS AND FROCEDURES
8. CRA . ADMONT SiMENT
(1, " finition
vral edron’shuent 18 a private imtervisw “stwecen the buredinmte
wpervizor snd an &z‘:}}*l&;’ée on the sgubjeet of thz employee's
conduct or hts i’a#lure t{; abgerve reguistions, (rstructions,

Sr general rules of coduon. Tiuls rype of disciplinary action

1n, in effect, g ¥rd 1o properly used in cases mf ningr

infracitous,
(2) Procedures
(&) The immedliete superv* sor will flret determine the
advig "b*?ify of :rr:l zdmonishment, then meke thp edmonighe

mert g3 socm wfler we infrection as pum*ble.

(b} Mo formsl mmm*ar‘dw of confirmetion 1 requirm whe.m

W h‘xt;orsﬂ admont Rh?ﬂ“""x" 3 made,
b. QEEEETRL, RIPRIMAND N o ,//) n
(1) JeMnition M enrmp——=— ;%

% . ‘ ), - B ’
{ 7 Ar officisl reprimond, properly used in cases of signi-

ficant or 1‘ep§fata«i iréi’racmzms, is o formal lé"hter
| v

elgned by the Cperat Lng Offlcini of the orgenizabional
3
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eomprnens to whinl the srpLoyes 1ooaes lopsd
of the offic sl reprivand i1 be plioced .
Cffictal Isrsornel xf' der.
}m oﬂimfl renri m w11 vortar the dllowing Irfor-
metdong
(}.) £ osyecitic desoription ~ the orfense, including
i :

time, place, ani clrcumsiances.
{ 2) IT eppropriate; s ves.al nenl of past offenses

any simonishireits glvil, we correet’ve amction

suggosted,

{Z) A statement that a eopy of the oiffeclel reprimend

will be placed i11 the emploren's Official Dersgon-
nel Folder,

(,‘}‘ A stat emf"‘nf ‘Vh"t repetition of Lhe offense may
\

result lu more gevere dlsciplinery sction,

{(5) A etatewent tnet the emplovee nev submit a written
reply ‘tc} the re?riman& and thet his reply will be

placed mt‘x t,hef‘reprmz d n als Official Personnel

 Folder,

{2) F¥:ocedures

‘n) The mmdiafe supervj sor of an amplwyec charged with o
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(1} Eeviex the suse to deterudne wiether sn official

; Mr %"""‘4.1:
reprimand is worrante 4, - o
(2) 7% e\r desermlaes, Jlrect that e case heRully

&m:w.ry.%n'e oy ‘hs- propesl rapringed be prepaved.
The propose:l fep Tt dnelude all fuets of
the care, 8 rlgnod ofhtemeRtng” the,cwployee ine

| : ",
volved, ond. AT possibl:, statesonts OF-gny=itnecses,

I wi‘; bé prepared {u- slpnetare of the u

T f‘i,s.» > | 2.
(3; sign the originel snd & copy of the cfficiasl

- reprimand, ‘I‘Iﬁn originel end the entire reccrd of
the ceiee 3 i:ncji.urlizﬁg arsj subgequent statement of

the enixplo;-‘ee » iwill be trunsmitied to the Director

of Fersopnel for inciusion /'n the employss’s Offla

eial ﬁesrsommi Folder., The sign~d copy will X;Q

vee concerned, V(u 3
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jramcsed from theNQFPiciel Possurned” Vol ier only at

mayr be recourended by thedQperod g Offedinl I he

{;ﬁ'h!al Lepraoanrd, woeeph one preseribed by
Eegulahd on Pened*ics for Non-Compldfnoe

th CTA Sewgrity Pegulations ard Polics {8, may be
tae direction of *1 Birector A7 Pevscoiel, Remmal

eorslders tie ernlcyesta gubdetgent periormence wiod

conduct varraat W cotie . Tho Opisgbing Cfficisl

recomending /Tis ectiouw shoudd | acognize that, cnce

the reprjdund is rewoved, oniv Tuelified use cag be

madg/A? it to support future engrges or disclipliney

Fruer

¢, 8UsT m:v.i.”(.‘!fl FOR LESS "'HM ‘Jl“’lﬁ" Y CALEND.K DAYS

(1) Devinttion

St;ﬂpe:mion in %;émp{'frary jz;ﬂ;fapay ste. us Into which an employee

is placed withoq{ bis corsert, Diseiplirmry suspension

shquld not be cc:su"‘wsm with suspension during the 30-{1&3

rotic

-

¢ pericd deseribel fn parogieph €3(3) of Regulation

| Genoral Sejeretion Ariions,

25X1 | I

{2; . rocedures

(a)

1nii,isrbi<m rJi’ S g&nsicn Actlous
(1) e the mmuie*ﬁ supsrvigor determines thsat mn
intmction, or serics of infractions, warrasuts

kgt 4
& recomiendation for suspemsion he will:
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(3} Conduct s;-:: Inguivy 150 the ineldent or
fneldenie "th&l the wdvice gal agelatance
of the L'*f;:;j e of Tergunnal,

(:j} bejfélmp a yecord of all the Tecls, incluling
rtatoments slove L Ly the ezﬁplcfme concerned
u.nfl by ar. wiinessoe hoving inferactlion aboud
the oude,

(f. 7 Suordt e writien recomendatior, sujppz;,or‘teﬂ

vy & sisher~at of remsaous snd ¢ record of

informetion elout the cae, ior transmlitisl

to “he Cperating Official concernad,

.
{(2) fThe Cpersting OFf 7eial 1113

(gg Fyude thmjcﬁﬂc and,lif Zeessary., fgrther ;

develep detu. ' |
(_1_3_) Enf—}uie tha-ﬁ iihe empl.yee's gtatemeny, i

a |

suttiitted, s included in the record, .
{¢) If b= concure in the recommendation, transmit

t‘ne‘ entire ‘rez::c-ro; ol Lae case 1o ‘he -Direb'tc;

PAERRBEN G L B g b e

©of Persornel

Director of Personnel will approve or disapprove

sctione I he dis 5 The mction
nemit the entire case,
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ineluding the disupproval, to the Divector of

1 .
Centirel Tnvelld ponee £ Jetermingticn,

{v) Iifctice ¢f Leelrion

r{Gtﬁ.ce of Gecision t;. Luspend su mepioyes will be

Frepared by the OfPi ce of Personue? and will eontmin

ths following

(1) Bf*swipt“ion of the offeus: inclading time, plece,
and eivt,ump‘tamew

(2) Statewsnt of the wzbion e be telen,

(3) Statement of the.% inniusive dates of the suspenslon,

(4} Statemert of {:he smployee’s rights of appesl.

Deldvery of ti'e?;icm |

(1) 1If tbe err;rp}npf ‘s ava’iabie, the notice will be
transaiited to *l:;-s- Cperating OPficial vwho wisl
dellver It %o t-‘se eriployse concaerned, The f'rrpleyee
will be recpmste"rﬁ o sign & return receipt the**efor

(2) when t.he ezrplcvm 16 not avallable for personal

-

delivery, the Oftice of Per ‘oruel will serd the
: L
noslics of decision to hils 1 =t lmewn cddrese by
{
P !
reglsterad mall {retu'm rec:ipt “signed Ly addregssee

oniy" requested),
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(1) Suspensic s wry e epgeal d - a neeordones wiin
pProcedurss preacribed in agu‘.mtim:l
_Grimxmces and Canplalnts,
(2) E;mployéeg 2iigible T veteran's rrefecence hnve
ne right of appesl to the Un?ted States Civil
Service Tomaisglon, for suspensions of less tism
30 ealender duvs,
(e} Standard Form 52: Tequest for Tergonoel Aced oo will
be prepured hy the Q.ffioa concernel when rotified of
Pinal decision in the cage by dhs Offlce of Personnel,
de  CUSPRESICN FOR MORE THAN 30 CALTDAR RAYS
Ss_,:sp.fnsicn for more then 30 ~slenday davg wiill be pmce%sed in
ac  dance with procedures preserived in

&
*

1

Remov 21 of mn employes on cherges of delinquw ey or misconduct

w11l = inditisted and processed in accordece with
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